JOB OBJECTIVE

Seeking Intermediate level assignments in the domain of Operations Management and Marketing with a reputed organization.
PROFILE SUMMARY
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ORGANIZATION EXPERIENCE

April’2014 Till Date:-   
MISTRY GENERAL TRADING L.L.C. at Dubai, U.A.E.,  As an Administration Manager:

Role:

Administration Manager:

· Managing store & purchase department.

· To take care of legal cases and their proper follow-up and to ensure statutory liabilities and timely renewal of Trade License.
· To deal with vendors/service providers like suppliers, courier, manpower consultants etc. 

· Maintain administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.

· Maintain all databases including financial and staff reports & prepare expenses budget and operate within its limits. 

· Maintain and replenish inventory, check stock to determine inventory levels & anticipate needed supplies, verify receipt of supply, Co-ordinate with agencies, organizations and groups. 

Sep’2013 to Nov’2013
:-   ICICI SECURITIES LIMITED, Gujarat, INDIA.  As a Relationship Manager:

Role:

Relationship Manager:

· To deliver the desired revenue target numbers
· Cross-selling to existing customers & acquisition of new customers
· Financial planning of the customer
· To provide solutions to the customer’s financial needs
· Preparing & maintaining sales call reports & relevant MIS

May’2010 to Apr’2011
:-   Mukaddar Infra Pvt. Ltd. Gujarat, INDIA.  As Operations/Administration In-charge

Role:

Operations/Administration In-charge:

· Led customer and supplier relationship management 
· Managed sales and distribution operations 
· Raised Purchase Order and Sales Invoice
· Maintained cash and bank balance of the company
· Directed cash collections on weekly basis
INTERNSHIP
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Organization:

Mandvi Mercantile Co-operative Bank, Mandvi, India
Duration:

One & half months

Role:


Trainee
- Finance Department

Project:
 

Financial Performance Analysis of the Mandvi Mercantile Co-
Operative Bank

Highlight:

· Offered assistance to Seniors and aided the Loan Officers in loan financing

· Gained rich know-how of customer relationship management and documentation
[image: image10.png]MBA (Marketing &
Finance) and B.Com.
KSKV Kachchh University



EDUCATION

· MBA (Marketing & Finance) from KSKV Kachchh University, Bhuj, India in 2013

· B.Com. from KSKV Kachchh University, Bhuj, India in 2010

· 12th  from Gujarat Secondary and Higher Education Board, Gujarat, India in 2006

· 10th  from Gujarat Secondary and Higher Education Board, Gujarat, India in 2004
Other:
· Basic Computer Awareness, Tally-4 Mths from LCC, Bhuj, India in 2005  

LIVE RESEARCH PROJECT

Organization:

Chanakya Vision Group, Mehsana, Gujarat, India.
Duration:

One month

Role:


Research Team member
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Project:

 
“Business Feasibility of Electronic Security Systems in Kutch         

Region”


Highlights:

· Worked in a team of 11 members & collected qualitative data from customers across various sectors

· Undertook analysis & interpretation of the data collected & submitted the project report to Company

· Received 1st  prize for the work performed and learnt about practice of research chain

EXTRAMURAL ENGAGEMENTS & ACCOLADES

· Served as a part of Placement Team for 2 years in the MBA Programme at Dept. of Commerce & Management, Kachchh University 

· Proactively participated in Inter-college Business Quest Competition 

· Actively attended seminar conducted by SGJ Institute of Management & IT on the topic “Entrepreneurship & Leadership Skills Development”
· Involved in Residential Community's Charity Work

IT SKILLS

· Basic computer awareness

· Adept in MS Office Suite, E-mail Applications, Web Browsing & Internet Research
PERSONAL DETAILS

Date of Birth:


 2nd November, 1987
Nationality:


Indian

Languages Known: 

English, Hindi & Gujarati
Driving License:


Valid UAE Light Motor Vehicle & Motor Cycle License

First Name of Application CV No 1680846
Whatsapp Mobile: +971504753686 
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To get contact details of this candidate Purchase our CV Database Access on this link.

http://www.gulfjobseeker.com/employer/services/buycvdatabase.php[image: image6.jpg]
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2 years UAE experience as Operations/Administration In-charge             


Having valid UAE Driving License for Light Motor Vehicle & Motor Cycle


Innovative & results-oriented MBA (Marketing & Finance) qualified with extensive internship experience at Mandvi Mercantile Co-operative Bank, Mandvi


Detail-oriented and goal-focused professional with proficiency at grasping new technical concepts quickly & utilizing them in a productive manner


Capability of enthusiastically achieving set targeted goals and carrying out marketing analysis on latest marketing trends, tracking competitors’ activities and providing valuable inputs for fine tuning sales & marketing strategies


Possess a flair for taking fresh challenges and fulfilling them with a great zeal


Acquired potential of providing value added customer service by resolving customer issues & ensuring their satisfaction with the product and the service norms


Capable of creative problem solving, utilization of critical thinking skills and effective communication expertise along with exemplary capacity to adapt to new technologies & skills








Mandvi Mercantile Co-op. Bank
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